Indiana Department of Revenue

Bulk File XML Converter Guide

September 2014




Table of Contents

T o e [V Tt d o] o WU PSP U PP PP PPTPPPTUPPRPOR 3
TagTeYe] o =YY Al 20T o o 11 oo 1= 3PP 4
LCT=y ] o= ] =T =T R PP 5
Enabling the Developer MenU OPLioN ......cuiii it e e s sbee e s s saree e e e nareeas 5
Starting a New Return EACh IMONTN ....oooeeiiiic e e e e aae e e 9
Completing the SUbMIiSSION INFOrMAtION ....cccciiiii et e e e era e e e e eanes 10
TaXPAYEr INFOIMATION ...eiiiiiiiiee et e e et e e e e bte e e s e bt e e e s sbteeeesasteeeesastaeeeeseaeansnnes 11
o T g o (o o s = 4[] o ISP 12
FIler INFOrMAtioN c...cei ittt et s e s bt e s bt e e sbe e e sabeesabeeebeeesabeeenaees 12
Completing the Return and Schedule SECHIONS. ........uiii it e e 13
RETUIN SECLION. ...ttt st e st e e s e e e e s sree e e s sreeeessanee 14
SCREAUIE SECLION ...ttt b e s he e sttt e e b e e sbeesaeesaeeeeeenbeesbeesneenas 14
Working With REPEATING LISES ....uueeiiiiiiiieciiie ettt et e et e e e aa e e e eearae e e easaeeeseanreeeean 14
Deleting Data in @ REPEALING LISt ....uiiiiiciiieiieiiie ittt e e et e e et e e e e e e e sabee e s enareeas 18
Accidental Deletion of @ REPEALING LiSt ..cccccuuiiiiiiiiieiiiiiie ettt e e e abee e s s areeas 21
Creating NO-ACHIVITY FIlES...oii ittt e et e e e et e e e e e bt e e e e ebteeeeebaeeeeeaseseeeenseseeeaseeeenanses 22
EXPOITING The XIVIL FIlE ..eeei ettt ettt e e e st e e e et e e e e e bt e e e s enabeeeeennbeeesentaeeeenteeeeanrenas 23
LGy ] =3 o 111 PRSPPIt 25

2 | Bulk File XML Converter User Guide — September 2014



Introduction

As of July 1, 2014, any person who is responsible for the payment of excise taxes for alcohol (ALC),
cigarette (CIG), or other tobacco products (OTP) must file returns electronically with the Indiana
Department of Revenue (DOR). The standard method of electronic filing is through bulk upload. The file
format is an extensible markup language (XML) file.

The XML schema structures, definitions, and sample files are available on the respective electronic filing
websites for ALC, CIG, and OTP. The website addresses are listed in the Important Reminders section.

In addition, the DOR has created a Bulk File XML Converter, which is a Microsoft Excel conversion tool
that allows taxpayers to enter their return and schedule information into a workbook template and
export the template to an XML file. The tool is an ideal alternative solution for taxpayers with fewer than
50 transactions per month and is available on the electronic filing websites.

The converter tool is available for the following returns:

Alcohol
e ALC-DWS
e ALC-FW
e ALC-M
e ALC-PS
e ALC-W
Cigarette
o C(CIG-M
o CIG-PT
e CIG-TS
e (T-19

Other Tobacco Product

e OTP-M
e OTP-PACT
e (T-19

This user guide is designed to assist you with the Bulk File XML Converter. It assumes you have already
reviewed the Indiana Bulk Upload Guide. When using the converter you are still required to follow the

detailed instructions in the Indiana Bulk Upload Guide.
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http://www.in.gov/dor/5162.htm
http://www.in.gov/dor/5173.htm
http://www.in.gov/dor/5168.htm
http://www.in.gov/dor/files/bulk-upload-guide.pdf
http://www.in.gov/dor/files/bulk-upload-guide.pdf

Important Reminders

As you start using the Bulk File XML Converter, please remember the following:

1.

2.

The instructions and images in this User Guide are written for Microsoft Excel 2007.

The converter tool is compatible with Microsoft Excel 2003 and later. However, if you require
more than 65,000 rows to capture your monthly transactions you must use Microsoft Excel 2007
or later. The row limit in Microsoft Excel was increased from 65,536 to 1,048,576 in Microsoft
Excel 2007. If you are using Microsoft Excel 2007, the following number of transactions will be
accepted by the DOR:

e ALC: 200,000 transactions

e (CIG: 500,000 transactions
e (OTP: 200,000 transactions

The converter tool must be downloaded each month before you prepare your monthly XML
submission file. This ensures you use the most current version. If you do not use the correct
converter version your XML files will be rejected. You can download the tool from the electronic
filing websites below:

e ALC: www.in.gov/dor/5162.htm

e CIG: www.in.gov/dor/5173.htm

e QOTP: www.in.gov/dor/5168.htm

The DOR recommends you save a copy of the spreadsheet and generated XML file each month
after you complete the spreadsheet and create the XML output using the converter tool. This
ensures you have an exact copy of what you submitted and allows you to reference files from
prior filing periods, if questions arise in the future.

As you prepare your return and schedule data for the converter tool, you must use the following
format rules:
e All date fields must be entered as YYYY-MM-DD (e.g., 2014-10-01).
e The following special characters are not allowed in any field: less than (<) greater than
(>) quote (") ampersand (&) apostrophe ().
e Special characters are not allowed in business name fields.
e Ingeneral, no fields may include special formatting, such as phone number fields, 9 digit
zip codes, and ID fields.
e The Transmission ID must be unique for each file submission. The file will be rejected if
the Transmission ID is not unique.
All shaded, light blue cells in the converter tool are data entry fields.
Specific instructions are included for some cells. For detailed instructions regarding every field in
the XML file, please refer to the XML schema definition document for each specific return type
on the electronic filing websites.
Even if you use the converter to generate your XML file you still must complete the bulk upload
registration, testing and certification process as defined in the Indiana Bulk Upload Guide.
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Getting Started

Enabling the Developer Menu Option
Before you can work with the converter, you must ensure the “Developer” menu option is enabled in
Microsoft Excel.

Step 1: Open Microsoft Excel and examine the menu bar. If you already have the “Developer” menu
option enabled, you can skip steps two through five in this section. Image 1 shows a menu bar without
the “Developer” option.
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Page Layout Formulas Data

- E—] p— - ) ] || = (m—— X AutoSum v
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Image 1 — Excel Menu without Developer

Step 2: To add “Developer”, click the Office Button in the upper left corner of Microsoft Excel.
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Image 2 - Office Button Selected
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Step 3: Click the “Excel Options” button.
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Image 3 — Excel Options Button
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Step 4: On the “Excel Options” screen under “Popular” options, select the “Show Developer tab in the
Ribbon” check-box. Click OK.

-
e ——
= aeemmma—

* Popular — 2 o A
1l Change the most popular options in Excel.
Formulas
Proofing Top options for working with Excel
Save Show Mini Toolbar on selection (0
Advanced o e
| iShow Developer tab in the Ribbon
Customize e ]
Add-Ins

ScreenTip style: | Show feature descriptions in ScreenTips

Create lists for use in sorts and fill sequences: Edit Custom Lists...

When creating new workbooks

Trust Center

Resources

Use this font: |Body Font

n[o]
Drefault view for new sheets: n

Personalize your copy of Microsoft Office

[=]

Font size:

Include this many sheets:

User name: |Robin Everman |

Choose the languages you want to use with Microsoft Office: Language Settings...

‘[ OK ][ Cancel

Image 4 — Enabling the Developer Menu Option

Step 5: Verify the “Developer” option is visible in the menu. If it is not visible, repeat steps two through
five (in the Enable the Developer Menu Option section).
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Image 5 — Excel Menu with Developer
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Starting a New Return Each Month

Step 1: Download the appropriate XML converter for the tax return type you need (e.g., ALC-W, OTP-M,
CIG-M). The converters are located on the electronic filing website for each tax type. The website
addresses are in Important Reminders.

Step 2: Open the XML converter in Microsoft Excel. In Image 6, the converter is loaded for CIG CT-19.

Home Insert Page Layout Formulas Data Review View Developer Acrobat
o ;
= Cut =~ |I= B
& cu Calibri Al 5 B |A A | |= == ;Wrap Text General g’*‘__l
—— 53 Copy ; A5 -
Paste X B 7 U A = = Merge & Center = $ - o » ‘.'0'3 -U_g Conditional  Form
- J Format Painter — a- | e | - || 8 Formatting = as Tab
Clipboard (F] Alignment Mumber Styles
A3 - [N
| A | B c

Image 6 — Loading the Converter Tool

Step 3: Click on the Microsoft Office button in the upper left-hand corner, select “Save As,” and save the
template as your return workbook. Although the workbook is used to generate the XML file sent to the
DOR, the actual workbook is never sent to the DOR. Therefore, you can define a file naming standard
that uniquely identifies your return workbook each month. Your naming standard does not need to
adhere to the standard defined in the Indiana Bulk Upload Guide for XML files.
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3] CIGCT19 Bxcel Template - with Sample Data
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m

1=l Recent Places
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[ Save Thumbnail

= Hide Folders

Image 7 - Creating a Workbook from the Converter Tool
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Completing the Submission Information

Every month you must complete the Submission Information tab in the converter. The information
this tab is mandatory. There are three sections:

e Taxpayer Information
e Preparer Information
e Filer Information

Taxpayer Information -l

Transmission ID Vendor Code Tax Period Begin Date

Contains the Vendor Code Code provided by the Indiana DOR during bulk file ¥¥Y¥Y-MM-DD
followed by the Julian Date registration

{lulian Date must be numbers

only, no decimal points)

followed by a six digit

sequence number

Preparer Information -#

Mame Phone Email Address

Enter numbers only, no formatting (example:
3175551212)

Filer Information —

FEIN Business Name Address

IMust be @ digits, no dashes The following characters are not allowed in the
Business Name field: comma |,] period (.} semi-
colon {;) colon () plus(+) equal (=) less than (<)
greater than (=) quote [") ampersand (&)
apastrophe (')

n

Image 8 — Submission Information Tab Sections
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Taxpayer Information

Taxpayer information contains information that identifies the taxpayer and return period for the
particular return being filed. When completing Taxpayer Information, follow the cell-specific instructions
on the worksheet in addition to the XML field-level instructions in the XML schema definition document
for the return type.

Step 1: Format and enter the Transmission ID. The Transmission ID must be unique. Reusing a
Transmission ID from a previously submitted file will cause the file to be rejected. The acceptable
Transmission ID format contains the following:

e Vendor Code — This is the code provided by the DOR to you during bulk file registration.

e Julian Date — This is the current date in Julian Date format. There are free websites that allow
you to convert a date to Julian Date. The DOR requires you remove the decimal point before
including the Julian Date in the Transmission ID.

e Sequence Number — This is a six digit sequence number. For example, if you are submitting one
file the recommended sequence number is 000001. If you are submitting two separate files the
recommended sequence number is 000001 for the first file and 000002 for the second file.

The Transmission ID is the Vendor Code, followed by the Julian Date and the Sequence Number.

For an example, assume the following:
e The Vendor Code is Al.
e The date is 8/29/2014 at 00:00:00. The Julian Date is 2456898.500000.
e Only one file is being submitted.

With this information, the Transmission ID is A12456898500000000001.

Step 2: Enter the Vendor Code. The vendor code is provided by the DOR to you during bulk file
registration.

Step 3: Enter the Tax Period Begin Date, Tax Period End Date, and Tax Year. The begin and end dates
must be entered in YYYY-MM-DD format. For example, if the tax period is October 2014 the Tax Period
Begin Date is 2014-10-01, the Tax Period End Date is 2014-10-31, and the Tax Year is 2014.

Step 4: Format and enter the Submission ID. The acceptable Submission ID format contains the
following:

o Test-Production Code — If the file being submitted is a test file, this code should be “T”. If the file
being submitted is an official monthly return the code should be “P”.
e Vendor Code — This is the code provided by the DOR to you during bulk file registration.

o Sequence Number — This is a unique six-digit sequence number. Because the DOR only allows
one return in an XML file, this sequence number will always be 000001.

The Submission ID is the Test-Production Code, followed by the Vendor Code and the Sequence
Number.
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For an example, assume the following:
e Atestfile is being created to submit to the DOR.
e The Vendor Code is Al.
e Only one return will ever be included in the XML file so the sequence number is 000001.

With this information, the Submission ID is TA1000001.

Step 5: Select the Process Type from the drop-down list. Enter “T” if the file is a test file and “P” if the
file is an official monthly return.

D E F G H
Tax Period End Date Tax Year Submission ID Process Type |
Y- MM-DD Y Contains a T for TestF { T ‘
or P for Production File, P

followed by the Vendor
Code, followed by a six
digit unique sequence
number

Image 9 — Process Type Selection

Preparer Information

When completing the Preparer Information, follow the cell-specific instructions on the worksheet as
well as the XML field level instructions in the XML schema definition document for the return type. You
must provide a name, phone number, and email address for a business contact who can confirm the
submission information is accurate.

Step 1: Enter the name.

Step 2: Enter the phone number. The phone number should be entered as digits-only with no special
formatting. For example, the phone number 317-555-1212 should be entered as 3175551212.

Step 3: Enter the email address.

Filer Information

When completing the Filer Information, follow the cell-specific instructions on the worksheet as well as
the XML field level instructions in the XML schema definition document for the return type.

Step 1: Enter the Federal Employer Identification Number (FEIN). The FEIN should be entered as digits
only with no special formatting. For example, the FEIN 35-1234567 is entered as 351234567.

Step 2: Enter the business name. The business name cannot contain the following special characters:

comma (,) period (.) semi-colon (;) colon (:) plus (+) equal (=). If you include any of these special
characters in the business name, the XML file will be rejected.
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Step 3: Enter the address, city, state, and zip code.

Step 4: Enter the state ID. This is the 10-digit tax identification number (TID) provided to you by the
DOR.

Step 5: Enter the location number. This is the 3-digit business location code provided to you by the DOR.

Step 6: Enter the email address. Provide the email of the person the DOR should contact if there is a
problem with your submission.

Completing the Return and Schedule Sections

The DOR recommends both the XML schema definition document and the corresponding tax return
form for the return type are referenced when completing the return and schedule sections. Both
sources provide important field-level instructions.

The return and schedule sections are on separate tabs in the converter. The number of tabs and tab
contents vary based on the return type.

Image 10 is from the ALC-M converter, which has one tab for return information and one for supporting
schedule information:

14
15
16

17
M 4 r M| Submission Information ALCM Return Section ALCM Schedule Sm

Ready ﬂ

Image 10 — Return and Schedule for the ALC-M

Image 11 is from the more complex CIG-M converter, which has one tab for return information and
seven tabs for supporting schedule information:

16
17
18
19

an
H 4 » ¢ | Submission ]ﬂf[)@ CIGSS Schedule 1 CIGSS Schedule 2 CIGIS Schedule 1 CIGIS Schedule 2 CIGTS Schedule 1 -~ CIGTS Schedule 2 - CIGTS @

Ready | 3 [[=O

e — e S————

Image 11 — Return and Schedule for the CIG-M

13 | Bulk File XML Converter User Guide — September 2014



Return Section

Step 1: Select the Return Filing Type. The valid options are: “O” for original return, “A” for amended
return, “ONA” for original no activity return, or “ANA” for amended no activity return.

Step 2: Complete the return portion.

Notes:

e Allfields are required in the return portion.

e The converter has been preset with zeros in the return fields. Modify only the applicable fields
and leave the remaining as zero. If you delete the zeros and make the fields blank, the resulting
XML file will be rejected.

o If the return filing type is ONA or ANA, there must be zeros in all the return fields. If any of the
fields are blank or a non-zero value, the resulting XML file will be rejected.

e Fields that are shaded grey and protected are not applicable for that line on the return.

Schedule Section

Working with Repeating Lists

Most of the schedule sections allow for zero to multiple lines of data. In the converter, these data lines
are entered in a repeating list. By default, all repeating lists in the converter are setup initially for one
row of data. Image 12 is an example of a repeating list.

ICHEERED -
—/ Home Insert Page Layout Formulas Data Review View Developer Acrobat
= % cut TR e T e R | =
7j 23 Copy Calibri 11 A A7 | = EI|@/ | = Wrap Text General & ‘,j‘ _’_;‘a‘ == d [
Paste . B I O - - A | ||[2= 2=|| B3 Merge & Center~ ||| § - % » |[%s8 ;98| | Conditional Format Cell Insert Delete Format
. - Format Painter = = — SIEE g e ENERN, Formatting = as Table = Styles = o > =
Clipboard = Font = Alignment {F] Mumber {F] Styles Cells
A20 -0 fr|
A B C D 1= F G H 1 J K L M
1 Sales/Returns
Alcoholic
Transaction Alcohol Document |Document| Document Beverage Street . . Total
h Name City State Zip Code
Type Type Type Date Number Permit Address Gallons
Number or FID
2/""-- I m——
K 4___-___‘___,_——"
3
6

Image 12 — Repeating List

All repeating lists can be expanded to support as many rows allowed by either Microsoft Excel or the
schema version (whichever is less). The row limits are described in the Important Reminders section.
Every repeating list has an expander feature as depicted in Image 13.
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ALCM Excel Template - Microsoft Excel

Home Insert Page Layout Formulas Data Review View Developer Acrobat
= = s
= Cut = = - ) = - Z Aut
j é Cu Calibri -1z - |A AT == S Wrap Text General < ij“ iﬁiﬂ‘ % |f|- = | | .
= 3 Copy = — @ Fil
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Clipboard (F] Font {F Alignment {F MNumber (F Styles Cells
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A B C D E E G H 1 J K L M N

1 Sales/Returas

Alcoholic
Transaction Alcohol D D D Beverage Street N ) Total
h Name City State Zip Code
Type Type Type Date MNumber Permit Address Gallons

Number or FID

=

H oo b w s

Image 13 — Repeating List Expander

There are two methods to expand a repeating list:

Method 1: Select the expander with the mouse and drag down to the number of rows you require. In

Image 14, the list is expanded to support 10 rows of data. After you expand the list, you can begin to
enter data. The repeating list should be expanded to the exact number of data rows. For example, if
you have 50 rows of data then the repeating list should only be expanded to support 50 rows. If you
have extra blank rows at the bottom of the list you must delete the blank rows.

Home Insert Page Layout Formulas Data Review View Developer Acrobat
i i - - . 2 [ T
& Cut Calibri 11 A AT [ = =8 S Wrap Text General - *:,‘ %Fb % - 3‘ || A
—j 23 Copy =5 ‘5 =" R EF
Paste B 7 U-~|z-[d A= == Merge & Center = $ - 9% » (%0 ;00| Conditional Format Cell Insert Delete Format
2 romat painter || L[] 2| I || B ers l Lo Formatting ~ as Table - Styles~ || - - - ||<2d
Clipboard [ Font £ Alignment [ Mumber & Styles Cells
A20 «(a £ |
A B E D E F G H 1 1 K L M N
1 |Sales/Returns
Alcoholic
Transaction Alcohol Document |Document| Document Beverage Street . . Total
. Name City State Zip Code
Type Type Type Date Number Permit Address Gallons
- Number or FID
3
a
5
6
o
8
9
10
11
12
13

Image 14 — Repeating List Expander
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Method 2: If you are unsure how many data rows you need, the list can automatically expand to fit your
data. The list will automatically expand as you copy and paste your data directly into the repeating list. If
you copy and paste your data, ensure your data is in the same column order as the repeating list.
Additionally, some of the columns have drop-down lists with the allowed values. For these columns, you
must ensure your data only includes values in the drop-down list.

Image 15 shows an example of a drop-down list in a repeating list. In this example, only the values of C,
I, 0, PO, CM, A, and RG are allowed for “Document Type.” If your data contains values not in the drop-

down list, the file will be rejected.

ALCM Excﬂeimp[a Microsoft Exce
Home Insert Page Layout Formulas Data Review View Developer Acrobat Dresign
iy _ ] ] || =
= dh Cut Calibri -l A & [F = =8| |[Siwrap Text ek - ﬁ # |- ?
= 23 Copy — 53] > ¥ =
Paste X B 7 U~ -3+ Merge & Center $ v % »||%8 3% | Conditional Format Cell Insert Delet
- fFormatPalnter l g - = JE= o l [ Edeifeea) Formatting ~ as Table = Styles - i -
Clipboard (F Font F] Alignment (F Mumber (F Styles Cell
c3 - £
A B E D E F G H I 1 K L
1 |Sales/Returns
Alcoholic
Transaction Alcohol Document |Document| Document Beverage Street . . Total
. Name City State Zip Code
Type Type Type Date Number Permit Address Gallons
2 Number or FID
= -
a4
1
5 0
FO
3 cMm
7 A
g RG

Image 15 — Drop Down in a Repeating List

After you have organized, formatted, and copied your data correctly, position your cursor in the first
row and column of the repeating list as depicted in Image 16. Paste your data into the list. If you receive
the warning message shown in Image 17, click “OK” to continue inserting your data into the list. Image
18 shows a list that has expanded automatically with pasted data.

Table Tools

Home Insert Page Layout Formulas Developer Acrobat Design

= % cut - . *j 7 P ‘:._'E.g(
Calibi -1 - Text - I/ )
Sy fom : 33
Paste X B 7 U |- A~ - B s ||=0 .08/ Conditional Format  Cell Insert Delete F
- - Format Painter l U e E- il L i |LE sl Formatting - as Table - Styles ~ - =
Clipboard ) Font E} Alignment ) Mumber & Styles Cells
A3 - |
A B C D E G G H 1 J K L
1 |Sales/Returns
Alcoholic
Transaction Alcohol Document |Document| Document Beverage Street ; ) Total
\ Name City State Zip Code
Type Type Type Date Number Permit Address Gallons

Number or FID

Fa [~ o | |/ (| k

Image 16 — Preparing to Copy/Paste Data
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m H9-6 M Excel Templ Table Tools

.ﬂg \

t—/ Home Insert Page Layout Formulas Data Review View Developer Acrobat Design

B [ mn [N’
B d cut Calibri lu -|A L o |§iw:aprm Text - ﬂ] ﬁ 9 -
~—' 152 Copy : : =
Paste ) B w34 Merge & Center $ - 9% o |[%28 ;09 Conditional Format Cell Insert Delet
- J Format Painter | Lo | ” = -».nl Formatting = as Table ~ Styles = - -
Clipboard F} Font F} Alignment F} Number E} Styles Cells|
A3 - fe |
| A [ 8 ] c | b E F G H 1 J K L
1 |Sales/Returns
Alcoholic
Transaction Alcohol Document |Document| Document Beverage Street . . Total
. Name City State Zip Code
Type Type Type Date Number Permit Address Gallons

2 Number or FID

3 -

a

Z - _

Microsoft Office Excel

1]

7 This table inserted rows into your worksheet. This may

P cause data in cells below the table to shift down.

g [1iDo not display this dislog aga

10

11

12

19

A B C D E F G H | J K L
1 |Sales/Returns
Alcoholic
Transaction Alcohol Document (Document| Document Beverage Street . ) Total
. MName City State Zip Code
Type Type Type Date Number Permit Address Gallons

2 Number or FID

3 A W 1 2014-07-02 4567 432|Test Name 1(101 Broadway|Pendleton |[IN 46260 432
4 |B W C 2014-07-22, 8901 567|Test Name 2|22 State 5t Pendleton |IN 46260 236
5 C L CcM 2014-07-15| 456 890|Test Name 3310 Pearl Ave |Pendleton  [IN 46260 500
6 |B B I 2014-07-01, 111 2324|Test Name 4|111 Elm St Carmel IN 46032 400
7 |B B 1 2014-07-06| 222 1257|Test Name 5/222 Main St (Pendleton |IN A6260 300
8 |C B I 2014-07-15/ 333 331899|Test Name 6/333 3rd Ave  |Carmel IN 46032 200
9 |C W I 2014-07-15| 444 235256|Test Name 7|444 4th St Pendleton |IN 46260 115
10 |A W I 2014-07-15| 555 234|Test Name 8|555 5th St Carmel IN 46032 150
11 |C L I 2014-07-15| 777 2342345|Test Name 9|719 Davis Ave |[Pendleton  |IN 46260 250
12 |C L C 2014-07-01, 888 3234245|Test Name 1291 Oak St Carmel IN 46032 260
13 |A L CM 2014-07-06) 999 567|Test Name 1{2100 Gadsen 5{Pendleton  [IN 46260 360,

Image 18 - List Expanded After Inserting Data from Copy/Paste
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Deleting Data in a Repeating List

If you made a mistake inserting your data into the repeating list you have two options to remove the

data:

Option 1: If you realize your mistake immediately after insertion, you can click the undo button in to
“Undo Paste.”

» , i = ELCM Excel Template !Mt_cmsoﬂ Excel

‘iﬂ? it Formulas Data Review View Developer Acrobat

= ibri - olIE= = jti %‘:{7‘ ="

81 G Copy Calibri 1 A | |F= =I| B | =¢ Wrap Text Text £5) =5 5"4 i &
Paste _ B I U-|[m-|[Mm- A= Merge & Center = ||| - % o |[%2 ;9| Conditional Format  Cell Insert De|

- F Format Painter l U=l = 7| ER e | | Formatting = as Table = Styles = -
Clipboard (F] Font {F Alignment (F] Mumber (F] Styles C
ci8 - |
A B e D E F G H I 1 K L
1 Sales/Returns
Alcoholic
Transaction Alcohol Document |Document| Document Beverage Street . . Total
. Name City State Zip Code
Type Type Type Date Number Permit Address Gallons

5 Number or FID
3 A w 1 2014-07-02(4567 432 Test Name 1101 Broadway|Pendleton  |IN 46260 432
4 B w C 2014-07-22 8901|567 Test Name 2|22 State 5t Pendleton |IN 46260 236
5 C L M 2014-07-15 456(890 Test Name 3|310 Pearl Ave |Pendleton  [IN 46260 500!
6 B B I 2014-07-01 111 2324|Test Name 4|111 Elm St Carmel IN 46032 400/
7 B B I 2014-07-06 222 1257|Test Name 5|222 Main St |Pendleton  |IN 46260 300
8 C B 1 2014-07-15 333 331899|Test Name 6(333 3rd Ave  |Carmel IN 46032 200
9 |C w I 2014-07-15 444/ 235256 |Test Name 7|444 4th St Pendleton |IN 46260 115
10 A w I 2014-07-15 355 234|Test Name 8|555 Sth St Carmel IN 46032 150
1 C L I 2014-07-15 777 2342345|Test Name 9|719 Davis Ave |Pendleton  [IN 46260 250
12 C L C 2014-07-01 888 3234245|Test Name 11291 Oak St Carmel IN 46032 260
13 A L CM 2014-07-06| 999 567|Test Name 1]2100 Gadsen S|Pendleton  |IN 46260 360,

Image 19 — Undo Paste

Option 2: You can manually delete data by following these steps.

Step 1: Starting with the second row of data, select all the rows of data in the repeating list.
Image 20 shows the correct row to start selecting the data. If you select the data starting from
the first row you will delete the entire repeating list control.

[-RE-CRENRE- RET R S T N)

A=A
R ==}

A B C D B F G H 1 J K L M
Sales/Returns
Alcoholic
Transaction Alcohol D D D Beverage Street . . Total
. Name City State Zip Code
Type Type Type Date Number Permit Address Gallons
Number or FID
A W 1 2014-07-02/4567 432 Test Name 1(101 Broadway|Pendleton  |IN 46260 432 _
Iﬂ W C 2014-07-22 8901|567 Test Name 2|22 State 5t Pendleton  |IN 46260 236"_#
c L M 2014-07-15| 456(890 Test Name 3|310 Pearl Ave |Pendleton  |IN 46260 500
B B 1 2014-07-01 111 2324|Test Name 4(111 Elm St Carmel IN 46032 400
B B 1 2014-07-06 222 1257|Test Name 5(222 Main St |Pendleton  [IN 46260 300
C B 1 2014-07-15 333 331899|Test Name 6(333 3rd Ave  |Carmel IN 46032 200
C W 1 2014-07-15 444 235256|Test Name 7444 4th St Pendleton |[IN 46260 115
A W 1 2014-07-15 553 234(Test Name 8|555 5th St Carmel IN 46032 150
C L 1 2014-07-15 777 2342345|Test Name 9|719 Davis Ave |Pendleton  |IN 46260 250
C L C 2014-07-01 888 3234245|Test Name 11291 Oak St Carmel IN 46032 260
A L cm 2014-07-06) 999 567|Test Name 1]2100 Gadsen S| Pendleton  |IN 46260 360,

Image 20 — Selecting the Data to Delete
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Step 2: Once you select the second row, drag your mouse to the bottom of the repeating list to
select the remaining rows.

A B C D E E G H 1 J K L M N 0
1 Sales/Returns
Alcoholic
Transaction Alcohol D D D I:f Street . . Total
. Name City State Zip Code
Type Type Type Date Number Permit Address Gallons
2 Number or FID
3 m ' PTG AR (1) LesiName 10l Brogdway bendleton IN (26260
4| W = 2014-07-22 8901567 TestName 2(225tate St Pendleton  |IN 46260/ 236
5 |c L CM 2014-07-15 456/890 Test Name 3|310 Pearl Ave Pendleton  |IN 46260 500
N ] B 1 2014-07-01 111 2324|Test Name 4|111 EIm St |Carmel IN 46032, 400
7le B 1 2014-07-06 222 1257|Test Name 5/222 Main St | Pendleton |IN 46260 300
8 |c B | 2014-07-15 333 331899|Test Name 6(333 3rd Ave  Carmel IN 46032, 200
9 |c W 1 2014-07-15 444 235256|Test Name 7|4444th St Pendleton | IN 46260 115
10|A W 1 2014-07-15 555 234|Test Name 8|5555th st Carmel IN 46032, 150
11 |c L | 2014-07-15 777 2342345|Test Name 9|719 Davis Ave Pendleton | IN 46260 250
12|c L C 2014-07-01 888 3234245|Test Name 1(291 Oak St | Carmel IN 46032, 260
13 |a L M 2014-07-06 999 567 Test Name 112100 Gadsen S Pendleton  |IN 46260 360,
Image 21 — Selecting the Data to Delete
Step 3: With the rows selected, position your cursor over the selected rows and right click to
open the pop-up menu in Image 22.
A B C D E F G H | J K L
1 Sales/Returns
Alcoholic
Transaction Alcohol Document |Document| Document Beverage Street . i Total
. Name City State Zip Code
Type Type Type Date Number Permit Address Gallons
Z Number or FID
3 A W 1 2014-07-02({4567 432 Test Name 1|101 Broadway |Pendleton  |IN 46260 432
4 B w = 2014-07-22 Calibri ~ 11 « A" A" $ - % o j 2|22 State 5t Pendleton |IN 46260 236
3 (IC L CcM 2014-07-15 By - A - <0 0 3|310 Pearl Ave Pendleton |IN 46260 500
6 B B 1 2014-07-01 % < ST T e 2 191 Elmst |carmel IN 46032 400
7B B I 2014—0?—0E| ELE 1357/ Tact fam 5/222 Main St |Pendleton  |IN 46260 300
8 |C B I 2014-07-15 £ cut 6(333 3rd Ave |Carmel IN 46032 200
9 |C w | 2014-07-15 =2 Copy 7|444 Ath 5t Pendleton |IN 46260 115
10 |A W I 2014-07-15 [ | Paste 8|555 5th St Carmel IN 46032 150
11 |C L 1 2014-07-135 Paste Special... 9|719 Davis Ave |Pendleton  |IN 46260 250
12 |C L C 2014-07-01 Insert 11291 Oak St Carmel IN 46032 260
13 |A L cm 2014-07-06 Delete e 112100 Gadsen § Pendleton |IN 46260 360,
il Clear Contents
15
16 g? Format Cells...
17 Row Height...
18 Hide
19 Unhide
20

Image 22 — Selecting the Data to Delete
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Step 4: Click “Delete.” Image 23 shows the results from deleting. Because the first row of data
was not selected it is still visible, which means the data was deleted correctly.

ALCM Excel Template - Microsoft Exc

Home Insert Page Layout Formulas Data Review View Developer Acrobat
= " = ] ] (| - ey
B & Cut Calibri -u - A [E==|®] | Siwaeptet General - ﬂ ﬁjﬁ ;ﬂ == i [ ¥ Auto
- 53 copy =] i . E Fill =
Paste S| g Merge & center~ ||| $ * % o [|%9 %8| Conditional Format  Cell Insert Delete Format
- e Merg BB o rmatting - as Table - Styles= |+ - - &2 Clear
Clipboard (F] Font F} Alignment (F] Number (F] Styles Cells
H17 - £ |
A B C D E F G H 1 1 K L M N
1 |Sales/Returns
Alcoholic
Transaction Alcohol D D D Beverage Street . . Total
. Name City State Zip Code
Type Type Type Date Number Permit Address Gallons
z Number or FID
3 A W I 2014-07-02|4567 432 Test Name 1101 Broadway|Pendleton  [IN 46260 43 *

Image 23 — Selecting the Data to Delete

Step 5: To delete the remaining data row you must click each individual cell (A3, B3, C3....L3) and
delete the data individually. In Image 24, each cell was individually selected and deleted.
However, the blue shaded repeating list was not deleted. If you select and delete the entire row,
the repeating list control is also deleted and you will not be able to create a correctly formatted
XML file. If you delete the entire repeating list, follow the instructions in the next section
Accidental Deletion of a Repeating List.

A B C ] E F G H I J K L
1 |Sales/Returns
Alcoholic
Transaction Alcohol D t |D t| D t Beverage Street . ) Total
. MName City State Zip Code
Type Type Type Date Number Permit Address Gallons

Number or FID

Tttt r1rr1111

Image 24 — Deleting the Data in the First Row

[r=Da = R = I I S TR S
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Accidental Deletion of a Repeating List

Image 25 shows a schedule section where the entire repeating list has been deleted.

Home Insert Page Layout Formulas Data Review Wiew Developer Acrobat
. . - ] 1 =
j d Cut Calibri -~ |11 =|| @~ S Wrap Text General - *:,' %3‘7 é L ?‘
= 23 Copy — 5| ‘5 — ==
Paste . B 7 U~ |- A== = Merge & Center = || % - % » [[%8 ;%8| Conditional Format  Cell Insert Delete
- F Format Painter | L I 27| = | B merg | || -8 Formatting = as Table - Styles = = =
Clipboard F] Font ] Alignment F] Number (] Styles Cells
18 - £ |
A B C D E F G H 1 J K L
1 |Sales/Returns
Alcoholic
Transaction Alcohol Document |Document| Document Beverage Street ) . Total
. MName City State Zip Code
Type Type Type Date Number Permit Address Gallons
Number or FID
"]

k

LU SRS )

Image 25 — Repeating List Deleted

Very Important: If you accidentally delete a repeating list you must click the undo button in Microsoft
Excel to restore it. If you can’t undo the delete you have to delete your file and start over, beginning

with downloading the converter template from the website.
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Creating No-Activity Files

Follow these steps to create your submission file if you have a reporting month with no activity to

report.

Step 1: Complete the Submission Information as outlined in Completing the Submission Information.

You must complete this section even if you have no activity to report.

Step 2: On the Return tab select either “ONA” for Original — No activity return or “ANA” for Amended —

No activity return for “Return Filing Type.”

Step 3: As described in Completing the Return and Schedule Sections, all return fields are required, even

for no activity returns. If the return is a no activity (ONA or ANA), enter zeros in numeric fields and N/A
in text fields. Leaving the fields blank will cause the XML file to be rejected. Image 26 shows an example

of a Return section for a no activity return.

Home Insert Page Layout Formulas

=51 B Cut
= 53 Copy
Paste
- \}' Format Painter
Clipboard Ta

Calibri
/B L U -

Font

Data

Review

View Developer

=) Wrap Text

Alignment

E Merge & Center

/DQ\ o 24 LCM Excel Template - Microsoft Exc
H _&3/; -

Acrobat

Text

| % - %

i Number =

-
jg

» || %8 5%)|| Conditi
Formatti

A2 - ( fc | ONA

A
1 Return Filing Type

m

%]

ONA

Select O for ariginal return, A far amended return, ONA
for original, no activity return, or ANA far amended, no
activity return

Excise Tax Calculation

| w

BEER
Tax rate = 50.115

CIDER
Tax rate =%0.115

LIQUOR
Tax rate = $2.68

WINE
Tax rate = $0.47

. Gallons Withdrawn for Sale or Gift in Indiana

0

0

. Tax-exempt Gallons

. Gallons Returned to Manufacturer

=

. Total Taxable Gallons

=]

=]

. Gross Alcohol Tax Due

=

=Ri=R=Ni=N0=]

=Ri=RE=Ri=R=]

. Total Tax Due

. Collection Allowance for Timely Payment

i
=
W (oo [~|en | |w|n|R

. Penalty

=
=]

. Interest

=
=

. Total Amount Due

o|lo|lo|lo|o

Image 26 — Return Section for a No Activity Return
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Step 4: For no activity returns, ensure the repeating list(s) on the schedule section(s) are not expanded.
If the lists are expanded for a no activity return, the file will be rejected. Image 27 depicts exactly how
the repeating list should look on a no activity return. The list has only one row with no data.

Home Insert Page Layout Formulas Data Review View Developer Acrobat
5 = ¥ Record Macro "\vjs 1 4 [ Properties E fi' Map Properties :]!]Import BH
== 552 [ se Relative References 2% 58 gl View Code % Expansion Packs 1 Export <
Visual Macros . Insert Design . Source o, Document
Basic A\ Macro Security - Mode T Run Dialog & Refresh Data Panel
Code Controls XML Modify
F13 - @ k|
A B & D E F G H I J K L M N

1 Sales/Returns

Alcoholic
Transaction Alcohol D D D Beverage Street ; ) Total
. Name City State Zip Code
Type Type Type Date MNumber Permit Address Gallons

Number or FID

N w M

Image 27 — Repeating List for a No Activity Return

Exporting the XML File

To create the XML file you must have the “Developer” menu option. If you do not have “Developer,”
follow the instructions in Getting Started.

Step 1: From the “Developer” menu option click “Export.”

Home Insert Page Layout Formulas Data Review

=] Record Macro = ¥ % Properties % Mapoperties [ Import
=== (e 74 By e
== 552 [ Use Relative References 2y T Gl view Code 2 exgfansion Packs | Export | &
Visual Macros Insert Design Source o, Document
Basic L Macro Security - Maode # Run Dialog “§ REfresh Data Panel
Code Controls XML Modify
D17 v fe | Export XML Data
A B C D E Export an XML data file, | K L

1 Sales/Returns

Alcoholic \""'--__.__
Transaction Alcohol Document |Document| Document Beverage Street . ; Total
. MName City State Zip Code
Type Type Type Date Number Permit Address Gallons

2 Number or FID

3 A w 1 2014-07-02{4567 432 Test Name 1|101 Broadway|Pendleton  [IN 46260 432
4 B W C 2014-07-22, 8901|567 Test Name 2|22 State St Pendleton |[IN 46260 236
5 |8 L CM 2014-07-15| 456890 Test Name 3(310 Pearl Ave |Pendleton  |IN 46260 500
6 |B B I 2014-07-01] 111 2324|Test Name 4|111 Elm St Carmel IN 45032 AD0]
7 |B B I 2014-07-06! 222 1257|Test Mame 5/222 Main 5t [Pendleton  |IN 46260 300/
8 |C B I 2014-07-15 333 331899|Test Name 6(333 3rd Ave  |Carmel IN 46032 200/

Image 28 — Export Feature
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Step 2: The “Export XML” window will open as shown in Image 29. Enter the file name for the XML file
following the naming standards in the Indiana Bulk Upload Guide. Ensure the “Save as type:” is XML.

Select your desired folder location. Then, click the “Export” button.

i

Search Documents 2

-
[x| Export XML

% . % Users » REverman » Documents v |45

Organize » Mew folder EE ®
5 Documents “* | MName Date modified Type
Jﬁ Music
[&] Pictures Mo items match your search.
E Videos

m

1M Computer
&, osbisk (C:)
—a My Passport (D)
g rpsadmin (ot

p# tech (W jotfilodpem—" | 1 b
——

File name: File Name Goes Here -

/ )

Tags: Add atag

Save as type: | XML Files

~ Hide Folders Tools = I Export ] Cancel l
S

Image 29 — Export XML Window

Step 3: Ensure the XML file was created successfully. Samples of correctly formatted XML files are on the
electronic filing websites. The website addresses are listed in the Important Reminders section.

Step 4: Once you have successfully created and exported the XML file, follow the instructions in the
Indiana Bulk Upload Guide to encrypt and transmit the file to the DOR.

Very Important: If using the converter to generate your XML file, you still must complete the bulk
upload certification process defined in the Indiana Bulk Upload Guide.
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Getting Help

If you have questions or need more information about electronic filing for alcohol, cigarette and other
tobacco products, please refer to the electronic filing websites.

e ALC: www.in.gov/dor/5162.htm

e CIG: www.in.gov/dor/5173.htm

e OTP: www.in.gov/dor/5168.htm

For more information about the technical requirements for the bulk file upload, please contact the DOR
at bulkfiler@dor.in.gov or (317) 233-5656.
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